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ADDING A NEW USER 
  

1. At the top of the 
landing page, select 
the Manage 
Users button on the 
button bar.  
 

 

 
 

 

2. Click on the Add a 
New User button in 
the top right hand 
corner. 
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3. Fill out all fields on 
the Create a New 
User pop-up: First 
Name, Last Name, 
Email, Phone and 
Permission level. 

 

For Permission level, 
the options are 
Administrator and 
User. The only 
difference between  
the 2 is that 
Administrators can 
access the Manage 
Users tab.  

 

 
 

 

4. Click the Create 
button. 
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EDITING A USER 
  

1. At the top of the 
landing page, select 
the Manage 
Users button on the 
button bar.  
 

 

 
 

 

2. Click the Edit link 
next to the User you 
wish to edit.  
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3. Edit the fields desired. 

 

 
 

 

4. Click the update button, 
and a password reset 
email will be sent to the 
edited user. 
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5. Follow the instructions to 
create a new password. 
Click the Change 
Password button when 
finished. 

 

 
 

6. If unable to log in, click 
‘resend the email’ or 
contact the Cal-E-Force 
team at 
etpcaleforce@etp.ca.gov. 
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